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How to create a chart in a Word document. 

1st – First step we open word document. 



2nd- We can look on top left corner of page and click on “insert” 

“chart” 

3rd- We set up our categories and values, following with the 

customization “chat Design” and “Format” tabs that appear to 

customize the charts appearance. 

4th- Adjust colour styles, and labels as needed. 

You have successfully created a chart in word! 

Now you are ready to make your presentation in your workplace or 

class. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 


